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Logging On to the System from a DJJ Computer

If you are using a non-DJJ computer, please skip to page 4.

Click on the: Internet Explorer Icon

In the address box enter: bbs

The screen below will be displayed.

Click on: Web Applications (see blue arrow)

Then click on: Community Programs Reporting (CPR) (see red
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Logging On to the System from a Non-DJJ Computer

Click on the: Internet Explorer or Netscape Browser Icon

In the address box enter: www.djj.state.va.us

The screen below will be displayed.
Click on: Web Applications (see blue arrow)

Then click on: Community Programs Reporting (CPR) (see red
arrow)
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From the Community Programs Reporting link, you will reach the following
screen:
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If this is the first time your computer has accessed CPR, you will need to load
the Jinitiator. Once Jinitiator has been downloaded to your computer, you will
not have to do it again. To download Jinitiator, click at the red arrow and follow
the directions for your location.

The system will respond with

Loading Java Applet ... ..
NOTE: Please be patient. This may take 40 minutes or more to download.
If you wish to print a copy of the CPR manual, click at the blue arrow. If your

computer does not have Adobe Acrobat, you may download it by clicking on the
Adobe Acrobat icon and following its prompts.




Now you’re ready to use CPR!

The CPR System has four components:
Program/Service Enroliment
Record Services Provided
CPR Financial Tracking
CPR Reports

Each component is described briefly below. Detailed instructions for each component
are included in the following pages of this manual.

Program/Service Enrollment All youth being entered into CPR must be enrolled,
whether they are participating in programs funded through VJCCCA, State IV-E, 294 or
are in a contract program or Halfway House. Youth must be “enrolled” in a program or
service before services delivered can be recorded. This process actually assigns a
child to a program or service. You must have the youth’s Juvenile Intake System
number to complete this process. If you do not have it, contact the Court Service Unit.

Record Services Provided Youth in VJCCCA programs and services also need to
have service units recorded. Once a child has been enrolled, they will automatically be
displayed in the second component. In this component, you may record services
provided in each program. (Service Units do not need to be recorded for State IV-E,
294, contract programs or Halfway Houses because we have other data sources on
these youth.)

CPR Financial Tracking Beginning in FY05 localities will be required to report
expenditures quarterly. This component provides a place to enter data monthly
(optional) or quarterly. FY04 annual expenditures also will be recorded through this
screen by entering annual expenditures on the line for June. To assist users in
tracking a program’s performance, the screen displays the service units provided, the
proportion of the year passed, the proportion of funds expended to date and the
average cost per service unit.

CPR Reports_ To assist users in tracking program usage, checking data entry and
managing their programs, this component offers a variety of reports and reporting
options that can be run as needed.

Note: Your logon may allow you to enroll a child, enter service units, financial data,
run reports or any combination of these. Not everyone will be able to use all
components of CPR. Your locality has decided who may access which parts of the
system, depending on your job responsibilities. If you do not have access to a
particular component, it may not be displayed on your screen or you may not be
allowed access.




Enrolling a Child




From the Community Programs Reporting screen, click on:

e Program/Service Enrollment from JTS Main Menu (see red arrow)
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You will be prompted to enter your user Id and pass word:

<2l Juvenile Tracking System - Microsoft Internet Explorer

Window

Enter your user
name.
Hit Tab.

The cursor will
Password: | move tO the
Database: | Password box.

cuen|

Usemame: |

Enter your
password.

Hit Enter or click
on Connect.

(leave database
blank)

The computer
will move you to
the next screen:




Step 1: Select Program/Service Enroliment

The following screen will be displayed:

j Juvenile Tra~" ..ig System - Microsoft Internet Explorer

Exit] Window

Community Programs Reporting( CPR) ProgramiService Entalime

Eecord Services Provided
Administration

PR Einancial Tracking
CPF Reports

ment of Juvenile Justice

Record: 111 | |

Click on: Services (shown by the red arrow)

Then click on: Community Programs Reporting (shown by the blue arrow)

Then click on: Program/Service Enroliment (shown by the green arrow)

The system will bring up the following Oracle screen:




Step 2: Identify a Child to Enroll
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Enter the child’s Juvenile Tracking System Number into the box under “Juvenile Number.”
Hit Enter.

The computer will fill in the Last Name, First Name, Date of Birth, Sex and Race of the child.
Confirm that this is the child that you want to enroll.

If it is not, go back to your Court Service Unit contact to obtain the correct Juvenile Tracking System
Number.

If it is, proceed to Step 3.




Step 3: Enroll a Child

A COMMUNITY PROGRAMS REPORTING - Microsoft Internet Explorer
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Placing Fips. Click on the gray drop down box (see red arrow) under “Placing Fips.” All the localities
for which you are authorized to enroll youth will be displayed.

Click on the name and FIPs code of the locality placing (paying for) the child you are enrolling.
Click OK. The Placing FIPs box will close. (You also may key in the FIPs if you know it.)

Program Name. Click on the gray drop down box (see blue arrow) under “Program Name.” All the
programs for which you are authorized to enroll youth will be displayed.

Click on the name and number of the program in which you wish to enroll this child.

Click OK. The Program Name box will close. (You also may key in the program number if you know

it.)

The computer checks to see that there is a CHINS, CHINSup or Delinquent offense for this child. If
there is not, it will not allow you to proceed. The child is not eligible for VJCCCA programs and
services.




Step 3: Enroll a Child (Continued)
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Placing Worker. Notice that the box under “Placing Worker” has been filled in with your User Logon.
If you are not the placing worker, please click in the box and type in the User Logon for the person
who is the placing worker (probably a probation officer).

Pre/Post. If this is a predispositional placement, click on the circle under “Pre.” Ifitis a
postdispositional placement, click on the circle under “Post.”

Res/Non. If this is a residential placement, click on the circle under “Res.” [f it is a nonresidential
placement, click on the circle under “Non.”

Assign Date. Notice that the Assign Date has automatically been filled in with today’s date. If the
child was assigned to the program before today, please enter the actual date the child was assigned.
(You do not have to enter the slashes with 2-digit month, 2-digit day and 4-digit year.)

Admit Date. OPTIONAL: You may enter this from the Enrollment or Services screen. Enter the
date the child actually begins receiving a program or service. (You do not have to enter the slashes
with 2-digit month, 2-digit day and 4-digit year.)




Step 4: Save the Enrollment
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It is very important that you save the record or your work will be lost!
To save: Click on the diskette icon on the menu bar (see red arrow).

When you look at the bottom of the screen, it should tell you “. . . records applied and saved.”
(See blue arrow.)

Enrolling the same child in more than one program or service. If you are enrolling this child in
more than one program or service, simply click in the “Placing Fips” box in the second row and repeat
Steps 4 and 5 until all programs and services are entered.

Enrolling a different child into a program or service. If you wish to enroll another child in the
same or any other program or service, click in the box under “Juvenile Number” and the screen will
be cleared. Then repeat Steps 3, 4 and 5.

Return to the Main Menu. Once you have saved your entries, click on the door icon (third from left)
and you will be returned to the main menu. From there you may exit the system or Record Services
Provided.




Buttons on the Button Menu Bar
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The icon buttons on the menu bar can help you navigate the CPR system.

1 Save. Saves the information as entered on the screen.

2 Print. Allows you to print the displayed screen.

3 Exit. Returns you to the Main Menu where you can exit the system or Record Services
Provided.
Cut. Allows you to cut data to delete it or paste it.
Copy. Allows you to copy data to paste it. (This may be handy for avoiding re-keying the
admit date.)
Paste. Allows you to paste data that you have cut or copied.
Enter Query. This clears the screen so that you can enter a new Juvenile Number.
Execute Query. When a Juvenile Number is entered, this causes the JTS database to be
searched to bring up information on the juvenile.
Cancel Query. Stops a query from running. (Since you enter this screen in Query Mode, if
you need to exit before entering any data, you may need to cancel the query first.)




Buttons on the Button Menu Bar (Continued)
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10 Previous Block. Toggles you between the top block with child’s name/info and the bottom
block with enrolling info.

11 Previous Record. Moves you between program lines in the bottom block with enrolling info.

12 Next Record. See 11.

13 Next Block. See 10.

14 Insert Record. Opens a new program line in the bottom block with enrolling info.

15 Remove Record. Allows you to delete the record on the line you are in.

16 Lock Record. Do not use this button.

17 Help. Not yet functional.

Dialog boxes that pop up and are in your way may be moved by placing your cursor over the
top header of the box, holding your left mouse button down and pulling your cursor until the
dialog box is in the desired location.




Recording Service
Units




Step 5: If you already are logged on to the Enroliment Screen, click on the door icon to exit
and you will be returned to the following screen:

<3 Juvenile Tra~" _..g System - Microsoft Internet Explorer
Exit] Window
Community Programs Reporting( CPR) ProgramiService Enrallment
Eecord Services Provide
Administration
PR Einancial Tracking
CPF Reports

ment of Juvenile Justice

Record: 111 | |

Click on: Services (shown by the red arrow)

Then click on: Community Programs Reporting (shown by the blue arrow)

Then click on: Record Services Provided (shown by the green arrow)
The computer may bring up a security alert to tell you you are moving to a secure web site.

If you answer YES or OK, the computer will move you to the screen on page 20. Skip to Step 7.




Step 5: (If you are not logged on to the Enroliment Screen), you can enter the screen to record
service units directly from the Community Programs Reporting screen. Click on:

e Record Service Provided (see red arrow)
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The computer will bring up a security alert box. If you answer YES or OK, the computer will move
you to the next screen:




Step 6: (If not already logged on to the Enroliment Screen) Log On to the Recording Service
Units Screen

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE 4 %
Community Programs Reporting Online NS (7

Please Enter Your: I:l Userid
[ |Password

[ | e

Enter your Userid.

Hit tab or enter.

The computer will advance you to the Userid box.

Enter your Password.

Hit Submit or enter.

To view or print documentation for this system, hit Help at the upper right of the screen at any point
that you are logged on.

The system will move you to the next screen.




Step 7: Choose the Locality

; Community Programs Reporting - Microzoft Internet Explorer
“ersion 1.0 -

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE

l:blllll‘llll'li'l)‘I Programs Repurting Online @ [E}
: i Help Logout

Services Provided

FIPS: [Select One . /

If the locality for which you want to enter data is not displayed, click on the drop down box beside
FIPS.

The computer will bring up all localities for which you are authorized to enter service units.
Click on the locality and FIPS for which you wish to record service units.

The computer will move you to the next screen:




Step 8: Choose the Program

; Community Programs Heporting - Microzoft Internet Explorer
“ersion 1.0

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE
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Hzlp Logout
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PROGRAM/SERVICE: ISelect One ...

[

If the program or service for which you want to enter data is not displayed, click on the drop down box
beside Program/Service.

The computer will bring up all programs and services for which you are authorized to enter service
units.

Click on the program/service for which you wish to record service units.




Step 9: Narrow the Cases Displayed

a Community Programs Beporting - Microzoft Internet Explorer

Werzion 1.2
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CLOSED CASES

BOTH

The greater the number of cases displayed, the lesser the speed of the CPR system. If you are in a
locality with many programs, have many children in a program, or are accessing CPR through a
modem connection, your speed may be decreased. You may be able to improve your speed by
limiting the number of cases you view on the screen.

This screen will display the number of active cases you have in this program. It will show the number
of closed cases (youth who have been in the program and released this year). It also will total all
active and closed cases.

Using these numbers as your guide, you may choose to view all active cases, all closed cases, or
both.

Click on the drop down box beside Case Type to display your options. Then highlight the type of
cases you wish to view (Active, Closed or Both).
Hit Enter.

If there are a large number of cases in your selection, you may be prompted with a similar selection to
limit the number of cases to view at one time.

All youth meeting your selection criteria will be displayed as shown in the screen below.




Step 10: Record Service Units

; Community Programs Beporting - Microsoft Internet Explorer
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The computer will automatically display all youth meeting the selection criteria you chose on the last
screen. If the youth for whom you want to record services is not listed, please return to the
enrollment screen and enroll the child.

Click on the name of the child for whom you want to enter service units. The computer will display all
information previously recorded for the child. The child’s name will display in blue.

Admit Date. Notice that the admit date may be filled or empty. If a youth’s admit date was recorded
when the child was enrolled in the program, it will be displayed. If the admit date was not recorded at
enrollment, it will be blank and you must record the admit date. (You do not have to enter slashes.)

Release Date. If this child has not been released, leave this cell blank. If the child has been
released, enter the release date in mm/dd/yyyy format. (You don’t have to enter slashes.) Hit the “c”
button beside the line.




Step 10: Record Service Units (Continued)

; Community Programs Reporting - Microzoft Internet Explorer
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Release Code. If this child has not been released, leave this cell blank. If the child has been
released, enter the release code. To view the possible release codes, click the ? beside Rel. A drop
down box will appear. Click on ¥ and a listing all valid release codes will appear. Simply click on the
release code that applies and the number will be entered into the Rel. Code box. For reference, the
release codes are:

Changed from predispositional to postdispositional status

Completed program, satisfactory completion

Terminated program, further participation is of no use

Terminated program for noncompliance

Terminated program for unrelated reasons (moved away, died, arrested on charges preceding

the event leading to current participation, etc.)

6 Program terminated (funding no longer available or program no longer a priority, etc.)

Service Mth. Enter the number of the month you for which you wish to record service units (e.g.,
January = 1, February = 2, etc.)

Service Year. Enter the calendar year for which you wish to record service units.

Number of Units. Enter the number of service units for this child, for this month. Hit Enter.




Step 10: Record Service Units (Continued)
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To Change or Delete Prior Entries. For changes in Admit Date, Release Date and Release Code,
type over the data to change and hit the button marked “c” beside the line being changed. To change
prior service dates or units, type over the data to change and hit the button marked “c” beside the line
being changed. To delete the line of data completely, hit the button marked “x” beside the line to
delete.

To Delete a Child From the System. You must first delete all service units from this screen by
hitting the button marked “x” beside each line in which there are service units. Then you must return
to the enrollment screen and delete the child’s enrollment. (Do this only when the child was never

eligible for VJCCCA and was not paid for with VJCCCA funding.)

To Record Units for Another Child. Click on the name of the child for whom you wish to record
services. Their name and data will come to the top line. The prior child will move to the bottom line.
Repeat Step 9 for all children for whom you wish to record data.

To Change the Type of Records Displayed. The first drop down box shows the type of cases
currently being displayed. To change the type of records displayed, simply click on the first drop down
box (beside the type currently displayed) and click on Active, Closed or Both. Hit Enter. Then move
to the second drop down box (beside Select—>) and follow the directions to limit the number of
records displayed below.




Step 10: Record Service Units (Continued)

/23 Community Programs Reporting - Microsoft Internet Explorer !E[E

Version 1.3

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE

Community Programs Reporting Online Rl @ [?IQ
Help Logout

|A|:tiue Cases j Seleu:t—}j |LastName: S—Wj

Select—»

Show 25
FIPS: 087 HEMRICO COUNTY [Show 50

PROGRAM/SERVICE: 057-05020-00 ELECTRONIC MONITORING: BI (HENRICO C (¥

Services Provided

Semvice Unit Type: DAYS

Juvenile First Last Assgn Admit Release  Rel. [ Service . mber of
Humber Name Hame Date Date Date Code Mth Year Units

12234 GIDGET SAPP nam7s2on2  [03/07/2002) | | ﬂ [

1234 LAVAR WEASHINGTON  0241:3/2002 - - S |D4 |2|:||:|2
03 [eo02

To Limit the Number of Records Displayed. The second drop down box shows the number of
cases currently being displayed. To limit the number of cases displayed at one time, click the second
drop down box and choose Show 25, Show 50 or Show All.

To Display Names by First Letter of Last Name. The third drop down box provides selections for
showing youth by first letter of the last name. If you wish to limit the number of cases displayed by
first letter of the youth’s last names, click on the third drop down box, choose your selection.

To Record Service Units for another FIPS Code. Click on the word FIPS: and you will be returned
to the FIPs Code pull down menu. Follow instructions from Step 7.

To Record Service Units for another Program or Service. Click on the word
PROGRAM/SERVICE: and you will be returned to the Program/Service pull down menu. Follow
instructions from Step 8.




Special Step for Recording Supervision Plan Services.
A Commanily Programs Reporting - Microyoft Internet Explorer

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE
Community Programs Reporting Online

Version 0.2

Services Provided

FIPS: 037 CHARLOTTE COUNTY
PROGRAM/SERVICE: 0537-25004-00 SUPERWISION PLAN SERWICES

SELECT THE SUPERWISION PLAN UNIT TYPE FOR VERONICA PATTERSON: j Enterl

. . . DAYS
Juvenile  First Last Assgn Admit Release Rel. HOLURS 0t

Humber HName Name Date Date Date Code SESEIOMNS

97746  WERONICA  PATTERSON 12/04/2001 I_ﬂ SN AT :nterl

FROCEDURES
4a007  JESUS ROSARIO 12/04/2001 MOT AFFLICABLE
6237 KRISTENM UNMDERWOOD 12/045°2001 - -

1234 LAVAR WASHIMNGTOM 11/30/2001  11/30/2001 -
54877 CASEY CLSTER 12042001 - >

[
Because the type of unit can change for each placement into a Supervision Plan Services program or
service, there is one additional step the first time service units are recorded.

If service units are being recorded for the first time, the instruction to “SELECT THE SUPERVISION
PLAN UNIT TYPE” will appear under the program/service heading.

Click on the drop down button to display possible service unit types, as indicated by the arrow.
Then click on the type of service unit the program/service for this child’s placement will use.
Click on Enter.

Record service units as usual.

This step must be taken for each child, for each program/service under Supervision Plan
Services.

Once the type of service unit is selected, you will not have to select it again and it cannot be
changed throughout the term of the program/service.
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Services Provided Report
A Commuinily Programs Reporting - Microsoft Inteimet Explorer

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE
Community Programs Reporting Online

Services Provided

FIPS: 057 HENRICO COUMTY
PROGRAM/SERVICE: 057-1117-00  INTENSME HOME BASED SERVICES ASSOCIATED EDUCATION

Juvenile  First Last Assgn Admit Release Rel.
Humber HName Hame Date Date Date Code

B9  MICHAEL COSTON 03/29/2001 08/29/2001 11/29/2001 2

Service Number Unit
Year of Units Description

2001 B HOURS
2001 g HOURS
20 g HOURS
200 2 HOURS

The above report can be displayed by clicking twice on a child’s name from the Services Provided
screen. You also may display this report for the child whose name is highlighted by clicking on the
JUVENILE REPORT button at the upper right of the screen.

To print the report: click on the PRINT button.

To return to the Services Provided Screen: click on the RETURN button.




Step 11: Exit the System.

A Commuinily Programs Reporting Logivy - Microsoft Internet Explorer _ o) ]
BT P wersion 0.3 a

VIRGINIA DEPARTMENT OF JUVENILE JUSTICE : B’
Community Programs Reporting Online T @ @

Please Enter Your: |:| Userid
[ IPassword

| E=

Click on the Logout button at the upper left of the screen. All data for which you have hit the “c”
button will be saved.

The computer will return you to the log on screen.
Click the Exit button.
You will leave the system entirely.

If you are on the DJJ Intranet, you may need to close that screen by click on the X| box in the upper
right corner.




CPR Financial Tracking




From the Community Programs Reporting screen, click on:

e Program/Service Enrollment from JTS Main Menu (see red arrow)

-3 D11 Home - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help |

GBack - = - (2 7ot | Qi search [ Favorites @ Media ®| By S =

Address Iﬂj hitkp: fibbswebspplicationswebdppCpr, php?menu=menuS&PHPSESSID=124ce543F 338323 3501F 1 09070252ca1 j @GD | Links *

i%JuuenileTrackin em (JTS Heme | Employee Birecta |@Print—ﬁiendlg | e Palicy | Contactls T

O :ite Wemployee ' organization
| About DJJ
[ Inside DJJ
| Volunteers ¥ Community Programs {CPR)
Public Information
[ web App.licaiion.s :
If unable to connect to JTS install this quick patch, click here

@® Program/Service Enrallme JTS Main Menu
® Record Service Provided

@ Jinitiator Download

F\Tm 4
e Adobe Acrobat Reader is needed for reading manuals. &

Manuals
» PR Manual

You will be prompted to enter your user Id and pass word:

Enter your user
. name.

Hit Tab.

The cursor will
move to the
Password box.

Usemame: |

Password: |

Database: |

cancel | Enter your

password.
Hit Enter or click
on Connect.

(leave database
blank)

The computer
will move you to
the next screen:
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Step 1: Select CPR Financial Tracking

The following screen will be displayed:

j Juvenile Tra~" ..ig System - Microsoft Internet Explorer
Exit] Window
Community Programs Reporting( CPR) ProgramiService Enrallment
Eecord Services Provided
Administration
CPFR Einancial Trackin
CPF Reports

ment of Juvenile Justice

Record: 111 | |

Click on: Services (shown by the red arrow)

Then click on: Community Programs Reporting (shown by the blue arrow)

Then click on: CPR Financial Tracking (shown by the green arrow)

The system will bring up the following Oracle screen:




Step 2:

Identify the Program for which to Record Expenditures

’3 Juvenile Tracking System - Microzoft Internet Explorer

o5

y%‘-_ﬂ CPR EXFEMDITUR

Program Id

Contracted
Services

Action Edit Query Block Record Field Help Window

28 00 2

[294-11004-00

047-07024-00
540-25016-00
139-23024-00
171-23024-00
187-23024-00
009-25003-10
125-25022-10
444-16006-00
444-16023-00
444-16111-00
444-16028-00
444-16029-00
444 15038 ]

HOME EIASED SWCE: ALTERNATI"JE FP«MIL‘rr TREATMENT EE...

12 STEREDUCATIONAL GROUP: OPTIONS

16TH DISTRICT CSU FLIMD: 16TH DISTRICT CSU (SUPERY...
6 WWEEK ALTERMATIVE PROGRAM: 26TH DISTRICT COURT ..
BAWEEK ALTERMATIVE PROGRAM: 26TH DISTRICT COURT ..
6 WEEK ALTERMATIVE PROGRAM: 26TH DISTRICT COURT ...
A, OUTPATIENT THERARY (COUMSELIMG): PRIVATE WENDO...

A QUTPATIEMT THERAPY: 24TH CEL

ACADEMIC IMPROVEMENT PROG: ASSOCIATED EDUCATIO...
ACADEMIC IMPROVEMEMNT PROG: CRAWFORD FIRST EDLL..

ACADEMIC IMPROVEMENT PROG: DAVID WELLS
ACADEMIC IMPROVEMENT PROG: ELK HILL FARM

ACADEMIC IMPROVEMEMT PROG: EMPLOYMENT RESOLUR...

ACADEMICIMPROVEMENT F'ROG FAMIL‘r‘ SYBTEMS MG

Eindl Ok gancell

Expire Date

30-JUIN-03
30-JumM-02

J0-JuUIn-02
30-JUIN-02

=l

Jun I

Total |

Actual Cost
Per SU

100.00%

—

Choices in list: 1549

Record: 111

| |Enter—®u...

List of alu... |

Click on the gray drop down box beside “Program ID” (see blue arrow) to display a list of programs for

which you may record expenditures.

The system will bring up a dialog box with all the program ID’s that you are allowed to access.

Double click on the program name or click to highlight the program name and click on the “OK”

button.

Searching. If you are allowed access to multiple programs and you want to narrow the list of

programs, you can use the search function by entering search criteria in the box beside “Find” and
clicking on the “Find” button. For example, you can search for all programs that begin with FIPS code
199 by typing 199 in the box and hitting search. You can also use word searches, or search on the 5-
digit middle section of the Program ID.




Step 3: Identify the Year for which to Record Expenditures

; Juvenile Tracking Syztem - Microzoft Internet Explorer

Action Edit Query Block Eecord Eield Help Window

’E;'L_E CPR EXPEMDITURE

Execute Query CPREXPEN —
Fizcal su Budgeted Budgeted

Program Id Program Hame Year Tvpe SU= Co=t Per SU

| H| | | |
Contracted Staff Supplies &

Services Personnel Travel Developlment Telecomm Materials Eq Total Budget
| | | | | | | |

Required Match State Allocation Optional Local Other Total Expends Actual SUs % of Budget % of Year
Jul | 8.33%

Aug | 16.67%

Sep | 25.00%

Oct I 33.33%

Hou | 41.67%

20.00%

|
|
|
|
|
|
| 58.33%
|
|
|
|
|

Dec I

|
|
|
|
|
|
Jan I I
|
|
|
|
|
|

Feb | 66.67%

Mar | T5.00%

Apr | 83.33%

May I
Jun I

91.67%

100.00%
Actual Cost

[y ] ]

Total |
J

Execute Cluery
Recaord: 1/1 | |Enter-Qu... |Listofvalu.. |

Click in the box under “Fiscal Year” (red arrow) and type in the year for which to record expenditures
(i.e., 2004 for FY2003-2004).

Click on the execute query icon (see blue arrow) or the F8 button on your keyboard to execute a
query to display information for the program.




Step 4: Enter Your Expenditure Data

; Juvenile Tracking Syztem - Microzoft Internet Explorer =] |
Action Edit Query Block Eecord Field Help Window

§& B 20 & 5 d b b ?

= corexpen =

Fiscal SuU Budgeted Budgeted
Program Id Program Hame Year Tvpe SU= Co=t Per SU

[ITRENEERN s | [CA- TEENS GIVE: CITY OF CHARLOTTESYILLE - COMMUNIT [2003 | [Davs [ 2e60.00 | $56.37

Contracted Staff Supplies &
Services Personnel Travel Developlment Telecomm Materials Equipment Total Budget

| $150,000.00 | | | | | | | $150,000.00

Required Match State Allocation Optional Local Other Total Expends Actual SUs % of Budget % of Year
= $0.00 353 || 000 8.33%

| |

| $0.00 [ 270 [ 0.oo 16.67%
| $0.00 [ 175 [ooo 26.00%
|  $0.00 [ 262|000 33.33%
| $0.00 [ 227 ] ooo HM.67%
| $0.00 [ 184 o000 50.00%
| $0.00 [ 237 [ 00 58.33%
| |

| |

| |

| |

|

|

Aug |

Sep I

Octl

Hov I

Dec I

|
|
|
|
|
|
Jan | |
|
|
|
|
|
|

Feb | $0.00 176 [ 000 66.67%
$0.00 N7 | 0.00 75.00%
$0.00 334 | 0.00 83.33%
$0.00 312 | 0.00 91.67%

$0.00 | 191 | 0.00 100.00%
Total |  $0.00 $0.00 $0.00 $0.00 $0.00 [3,078 Pt o[ s0.00

-
4| | E

Enter a Program |d ar select fram =List=, then press <Execute Quens=. J
Record: 11 | | | | | |

Mar |

Apr I
May I
Jun I

Beginning in July 2004, expenditure data must be entered quarterly. Optionally, it may be entered
monthly since many localities receive monthly reports from their fiscal agents.

For the FY04 annual expenditure report, enter all data on the Jun line.

On the quarterly or monthly line corresponding to the reporting period, in the required match column,
enter the total local MOE funding you expended in this program. Tab.

Enter the total state VJCCCA funds you expended in this program. Tab.

Enter any additional local funding beyond the MOE that you expended in this program. Tab.

Enter any other funding (USDA, grants, user fees, income from placements from other localities, etc.).
If you did not have expenditures in a particular category, you may leave it blank.

The total expenditures in each category will automatically recalculate. Likewise, the total
expenditures for the year will recalculate.




Step 5: Review the Program Data

’3 Juvenile Tracking System - Microzoft Internet Explorer
Action Edit Query Block REecord Field Help Window

“'C.J| 8 (1 ;,|_‘JEE@EE§ | 4 b | |

CPREXPEH
Fiscal su Budgeted Budgeted
Year Type SUs Cost Per S5U

e - TEENS GIVE: CITY OF CHARLOTTESVILLE - COMMUNIT| | | | |

Contracted Stafr Supplies &
Services Personnel Travel Developiment Telecomm Materials Equipment Total Budget

Required Match State Allocation Optional Local Other Total Expends Actual SUs % of Budget % of Year
Jul | §.33%

Aug | 16.67%

Sep | 25.00%

Oct | 33.33%

Hov | M.67%

Dec | 50,00%

|
|
|
|
|
|
| 58.33%
|
|
I
|
|

Feb | 66.67%

Mar | 75.00%

apr | 83.33%

Mayl

91.67%

100.00%

Actual Cost I—
Per 5U

Jun I

|
|
|
|
|
|
Jan | |
|
|
|
|
|
|

Total |

Save
Recard: 1/1 | |EnterQu.. |Listofvalu.. |

Compare the budgeted service units (upper right) to the actual services units (lower right). Notice the
distribution of service units across months and the % of the year completed. Compare the budget
(upper right) to the actual expenditures (lower right). Compare the budgeted cost per service unit
(upper right) to the actual cost per service unit (lower right).

If all data are correct, proceed to Step 6 or make needed revisions by typing over the data that is in
error.

Step 6: Save the Program Data, Print and Exit
Click on the diskette icon to save your entries (see red arrow).

Click on the printer icon to print your entries
Click on the door icon to exit the program (see blue arrow).
Note: If you need to enter data for additional programs, save your data and return to Step 2.

Be sure you submit a Financial Adjustment Form if you moved any monies between any
programs.




CPR Reports



From the Community Programs Reporting screen, click on:

e Program/Service Enrollment from JTS Main Menu (see red arrow)

-3 D11 Home - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help |

GBack - = - (2 7ot | Qi search [ Favorites @ Media ®| By S =

Address Iﬂj hitkp: fibbswebspplicationswebdppCpr, php?menu=menuS&PHPSESSID=124ce543F 338323 3501F 1 09070252ca1 j @GD | Links *

i%JuuenileTrackin em (JTS Heme | Employee Birecta |@Print—ﬁiendlg | e Palicy | Contactls T

O :ite Wemployee ' organization
| About DJJ
[ Inside DJJ
| Volunteers ¥ Community Programs {CPR)
Public Information
[ web App.licaiion.s :
If unable to connect to JTS install this quick patch, click here

@® Program/Service Enrallme JTS Main Menu
® Record Service Provided

@ Jinitiator Download

F\Tm 4
e Adobe Acrobat Reader is needed for reading manuals. &

Manuals
» PR Manual

You will be prompted to enter your user Id and pass word:

Enter your user
. name.

Hit Tab.

The cursor will
move to the
Password box.

Usemame: |

Password: |

Database: |

cancel | Enter your

password.
Hit Enter or click
on Connect.

(leave database
blank)

The computer
will move you to
the next screen:
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Step 1: Select CPR Financial Tracking

The following screen will be displayed:

a Juvenile Trackir~ _ gstem - Microsoft Internet Explorer
W4 o o

ProgramiService Enrallimert
Record Services Provided
Administration
CPR Financial Tracking
CPR Reports Fizcal Repart
lonthly Report
Juvenile Histary Report
Halfway Houze Population Repart

ment of Juvenile Justice

Recard: 11

Click on: Services (shown by the red arrow)

Then click on: Community Programs Reporting (shown by the blue arrow)

Then click on: CPR Reports (shown by the green arrow)
The screen lists the possible reports:

e Fiscal Report

e Monthly Report

e Juvenile History Report

e Halfway House Population Report

You may not have access to all reports, depending on your access level.




Description of Reports

Fiscal Report. The fiscal report is a listing, by juvenile, of Program ID, Juvenile’s
name, Juvenile ID, Placing FIPS, Admission Date, Pre/Post, Residential/
Nonresidential, Service Unit Type, number of services units provided for each month,
Release Date and Release Code.

By clicking on the drop down boxes, you may select the fiscal year, the program ID (or
all programs to which you have access), the placing FIPS (or all FIPS codes to which
you have access) and the order in which the report is sorted and reported. Once you
have selected your options, click on the Generate Report button. In about a minute,
you will have a report, in .pdf format, with the requested information.

The following page shows examples of the three sort options. The reports will actually
print in landscape format, larger than displayed in the example.

; Juvenile Tracking System - Microsoft Internet Explorer m=lEd |

Action Edit Query Block Eecord Field Help Window

&S ke 1 s s 44y Pl ?
'ra CPR REFORTS

Selected Report
CPRFISCAL REFORT

Fizcal Year I

Program Id/All |

Placing Fips:all |

I T T B P o rarn |d, Juvenile Mame, Fips, Admit Date
FPrograrm Id, Juvenile Mame, Fips, Admit Date
Program Id, Fips, Juvenile Mame, Admit Date

FPrograrm 1d, Admit Date, Juvenile Name, Fips
Generaie Repori

FRM-40202: Field must be entered.
Record: 11 | |




Example: Fiscal Report by Program ID, Juvenile Name, FIPS, Admit Date

Comruni ty Program Reporting
Fi scal Report
By Juvenile Nane
For Fiscal Year: 2004

Report run on: July 1, 2004 2:56 PM Page 1
Program | D Juveni | e Nanme Juv # Fip Admt Dt Pre Res Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Release Dt R
Post Non |
777-05000- 00 DAI SY 123456 777 7/ 1/ 2003 PRE
DAl SY 123456 777 4/ 15/ 2004 PRE
DEVEY 234567 777 8/ 5/ 2003 PRE
DONALD 345678 777 9/ 4/ 2003 PRE
DONALD 345678 777 4/15/ 2004 PRE
HUEY 456789 777 1/14/ 2004 PRE
LEVEY 567891 777 3/ 2/ 2004 PRE
MOUSE, M CKEY 678912 775 4/ 9/ 2004 PRE
MOUSE, M NNI E 789123 775 5/ 3/ 2004 PRE

Program Tot al :

[
c

w
g

31
0
27

0 0
16 16
0 0
0 0
16 16
0 0
2 0
7 0
0 29 30
41 61 30
41 61

9/ 1/ 2003
5/17/ 2004
9/ 23/ 2003
9/ 23/ 2003
5/ 17/ 2004

2/ 5/ 2004

4/ 3/ 2004
4/ 16/ 2004

0
0
0
0
0
0
0
0

00000000 Co’
ANNNNWNN

w
Poooooooo
Oo0oo0oo0oo0o0oo0oo0ooo
Oo0oo0oo0oo0o0oo0ooooo
Oo0oo0oo0oo0o0oo0oo0ooo
ADMNOOOBMNOOOOO

w
g

Report Total :

Example: Fiscal Report by Program ID, FIPS, Juvenile Name, Admit Date

Communi ty Program Reporting
Fi scal Report
By Fips
For Fiscal Year: 2004
Report run on: July 1, 2004 2:56 PM Page 1
Program | D Fip Juvenile Nane Juv # Admit Dt Pre Res Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Rel ease Dt
Post Non
777-05000- 00 776 MOUSE, M CKEY 678912 4/ 9/ 2004 PRE  NON
776 MOUSE, M NNI E 789123 5/ 3/2004 PRE NON
Fi ps Total:
77 DAl SY 123456 7/ 1/ 2003 PRE
77 DAl SY 123456 4/ 15/ 2004 PRE
77 DEVEY 234567 8/ 5/ 2003 PRE
777 , DONALD 345678 9/ 4/ 2003 PRE
777 DONALD 345678 4/ 15/ 2004 PRE
777 HUEY 456789 1/ 14/ 2004 PRE
77 LEVEY 567891 3/ 2/ 2004 PRE
Fi ps Total :
Program Tot al :

[
c

0 0 4/16/2004
29
29
0 9/ 1/ 2003
16 5/ 17/ 2004
0 9/ 23/ 2003
0 9/ 23/ 2003
16 5/17/ 2004
0 2/ 5/ 2004
0 4/ 3/ 2004
32
61
61

OO0 Ccw

O O OO OO oo
O OO 0000 OoOOo

wlvvilvivilviv]
I~
o ®
w
o

=
2]
w
o

=
@

O 0O O0OO0OO0O0O0O0OO0O0OOo0OoOo
w
o

O0oo0O0OO0OO0ODO0OO0OO0OO0OOOO
O0OO0OO0OO0OO0OO0OO0OO0OO0OOOO
ARADMNOPMNOOOOOOOO

Report Total :

=
©
w
o

Example: Fiscal Report by Program ID, Admit Date, Juvenile Name, FIPS

Communi ty Program Reporting
Fi scal Report
By Adnmit Date
For Fiscal Year: 2004
Report run on: July 1, 2004 2:56 PM Page 1
Program | D Admit Dt Juveni |l e Nane Juv # Pre Res Aug Sep Oct Nov Dec Jan Feb Mar Apr May Jun Rel ease Dt
Post
777-05000- 00 7/ 1/ 2003 DAl SY 123456 PRE
8/ 5/ 2003 DEVEY 234567 PRE
9/ 4/ 2003 DONALD 345678 PRE
1/ 14/ 2004 HUEY 456789 PRE
3/ 2/ 2004 LEVEY 567891 PRE
4/ 9/ 2004 MOUSE, M CKEY 678912 PRE
4/ 15/ 2004 DUCK, DAI SY 123456 PRE
DUCK, DONALD 345678 PRE
5/ 3/ 2004 MOUSE, M NNl E 789123 PRE
Program Tot al :

o
=,
- 3

w
-

31 0
27 22
18

0 9/ 1/ 2003
0 9/23/2003
0 9/23/2003
0 2/ 5/ 2004
0 4/ 3/ 2004
0 4/16/ 2004
0 5/17/2004
0 5/17/2004

00000000 C®
NNBRNMNNDNDWN

O OO O0OOo0OoOoOo

30
30
30

w
[
APMNOOOOOAMNOOO

O OO0 00000 OoOOoOOo
[=lelelNeNeNeNeNe e NeNeo)
[« elelNeNeNeNeNe e o Neo)

Report Total :

w
[y




Description of Reports

Monthly Report. The monthly report is a listing, by juvenile, of Program ID, Service
Month, Juvenile ID, Juvenile’s Name, Placing FIPS, Number of service units delivered
in the service month, Service Unit Type, Admission Date, Release Date and Release
Code.

By clicking on the drop down boxes, you may select the program ID (or all programs to
which you have access), the beginning month you want to report, and the ending
month you want to report. Once you have selected your options, click on the Generate
Report button. In a few minutes, you will have a report, in .pdf format, with the
requested information.

Note: This report will only be generated for youth for whom service units are recorded.

The following page shows an example of the Monthly report. The report will actually
print in landscape format, larger than displayed in the example.

’3 Juvenile Tracking System - Microsoft Internet Explorer =l EH |

Action Edit Query Block Record Field Help Window

GOkl g ) 4Oy P ?
‘v CFR REFORTS

Selected Repont
CPR MONTHLY SERVICE REFPORT I

Program IdiAll | /

Start Date (MMYYYYY) I —
End Date (MM/YYYY) I .

Generate Report |

Recard: 1/1 | |




Example: Monthly Report

Communi ty Program Reporting
Mont hly Servi ce Report
Servi ces Provided For 777-05000-00
Service Dates 7/2003 to 9/2003

Report run on: July 1, 2004 2:56 PM Page 1
Program | D Service Juvenile # Juvenile Name Fi ps # SU Adnit Rel ease RI
MM YR SU Type Date Dat e Cd

777-05000- 00 7/ 2003 123456 DUCK, DAl SY 777 31 D 7/ 1/ 2003 9/ 1/ 2003 2
MM YR Tot al : 31

8/ 2003 123456 31 7/ 1/ 2003 9/ 1/ 2003
234567 27 8/ 5/ 2003 9/ 23/ 2003
MM YR Tot al : 58

9/ 2003 234567 22 8/ 5/ 2003  9/23/2003
345678 18 9/ 4/ 2003  9/23/2003
40

Program Tot al :
Report Total :




Description of Reports

Juvenile History Report. The Juvenile History report is a listing of activity for all
programs in which a juvenile has participated.

For this report, you must enter the Juvenile ID of the juvenile for whom you want a
report. Then click on the Generate Report button. In a few a minutes, you will have a
report, in .pdf format, with the requested information.

The following page shows an example report. The report will print in portrait format,
slightly larger than displayed in the example.

’3 Juvenile Tracking System - Microsoft Internet Explorer
Action Edit Query Block Eecord Field Help Window

GO ® £ 11 e 4 b g ?
*¥a CPR REFORTS

Selected Report
CPRJUVENILE HISTORY REPORT

**This report may take up to several minutes to run**

Juvenile Humber I ~———

Generate Report |

Record: 111 | |




Example: Juvenile History Report

Community Programs Reporting
Juvenile History Report

Report run on: July 1, 2004 2:56 PM Page 1

[Juvenile Name: MOUSE, MICKEY Juvenile #: 678912 Dob: 3/23/1987 Race: B Sex: M |

Program ID Fips Assign Date Admit Date Release Dt Rel Code SU Type
777-01100-00 776 6/16/2004 6/17/2004 10/21/2004 2 H

Service Units
Month Service Year Provided
2004 4
2004 10
2004 8
2004 10
2004 6

38

Program ID Fips Assign Date Admit Date Release Dt Rel Code
777-01000-00 776 4/16/2004 4/16/2004 6/16/2004 2

Service Units
Month Service Year Provided
2004 15
2004 31
2004 15

61

Program ID Fips Assign Date Admit Date Release Dt Rel Code
777-05000-00 776 4/9/2004 4/9/2004 4/16/2004 4

Service Units
Month Service Year Provided
4 2004 7

Total: 7

Total Service Units Provided:




Description of Reports

Halfway House Population Report. The halfway house population report is a listing
of the residents of the house, with the Juvenile’s Name, JTS Number, Social

Security Number, Race, Sex, Date of Birth, Residential/Nonresidential, Committing
FIPS, Offense, Admission Date, Release Date, Release Code and the Number of Child
Care Days. The report is sorted by Admission Date.

By clicking on the drop down boxes, you may select the program ID (or all programs to
which you have access), the beginning date you want to report, and the ending date
you want to report. Once you have selected your options, click on the Generate
Report button. In a few minutes, you will have a report, in .pdf format, with the
requested information.

The following page shows an example of the Halfway House Population report. The
report will actually print in landscape format, larger than displayed in the example.
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Example: Halfway House Population Report

POPULATION REPORT FOR
LIFE SKILLS: ABRAXAS HOUSE

07/01/2003 - 06/30/2004
Report run on: July 1, 2004 2:56 PM Page 1 of 1
Last Name First Name Juvenile  SSN S DOB Res Fip Offense Admit Dt Release Dt RL # of
Number Non CD CC Days

DUCK DAISY 123456 123-45-6789
DUCK DEWEY 234567 123-56-7894
DUCK DONALD 345678 123-78-9123
DUCK HUEY 456789 124-56-7891
DUCK LEWEY 567891 124-78-3564
MOUSE MICKEY 678912 155-63-7435
MOUSE MINNIE 789123 155-87-6542

3/7/1985 RES 777 ROB-1214-F9  3/28/203 9/24/2003 2 85
5/9/1986 RES 781 NAR-3043-F9  6/26/2003 11/19/2003 3 141
1/2/1984 RES 777  ASL-1336-F2 10/28/2003  1/24/2004 2 88
12/15/1985 RES 777 RAP-1121-F9  12/12/2003 202
10/6/1983 RES 789 NAR-3022-F5  1/14/2004 7/6/2004 169
9/30/1985 RES 789 ROB-1204-F9  4/13/2004 5/12/2004 29
4/18/1987 RES 785 RAP-1136-F9  6/18/2004 13

M=

Total Days: 727

Average Daily Population: 1.99
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